CATS TRAINING
Corrective Action Tracking System

The CATS System was developed to track action items provided by the various inspections, assessments
and audits that JLab is contractually required to perform. An issues management procedure is being
developed that will define what issues must be included in the CATS, who will approve their closure,
etc. For the present, managers may enter any issues they want to track. The Division of EH&S and the
Office of Performance Assessment will also be entering their issues. This handout will help you to input

items, update their progress and close them.
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GETTING TO THE SYSTEM:

Go to www.jlab.org

Click on the Site Index tab.

Click on the C

Scroll down and click on e Corrective Actions Tracking System (CATS)

Input your User Name and Password. You will then get:

- 1
e . & .4 @ = =
Back  Foward | Reload  Stop [& ety simi b ergier ] . Soarch| Piint m
" ZhHome | W Bookmarks #mozilla.org # Latest Builds
Privacs and Sacory Nofice  Dptimizad for IE 5+ and Hatscaps 5+ =]

HOME | SEARCH | COMNTACTJLAB

Corrective Actions Tracking System m
Corrective Actions

Tracking System

Problemns? Questions? Contact an Adrministratar Mary Jo Ealley

dew my open issues
Welcome, " lessonsleamed |
Mary Jo, Issue: FA-2005-08-02
to the Jefferson Lab Corrective Actions Eonlmalntchancelonival saightinglin
. darkened rooms is impartant to maintaining safe
Tra°k|ng SVStem- movement and egress.
What Id like to do?
wraultyoutie to do Current Status
+ Show me il open itemns assigned to me (0}
X EH&S Tracking Items
+_Snow me all inspection ftems for area
I—P—_, ¢Count. of Dpen [ssues)
01 - Naorth LINAC - & U @
Inspections 14
+ Take me to the search page
+ Take me to the report page Accident / Incident)s]| 2
+ | would like to add a record Assessment / Audits 69
RDRs | 2
Our EH&S tracking and reporting mechanisms, presented at the =
e international IRIA conference, have been selected as a
categorical winner by the National Registry of Ervironmental Mare

Professionals
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Information found on this page:
L4

access privileges are).

If you click the More button you

A Lessons Learned which changes on a periodic basis.

A Scrolling NEWS screen (which may or may not be of interest depending on what your

How many and of what types of items are currently open in the system.

will be able to select the following graphs:

e Average Days to Close Inspection Issues

e Average Months Overdue for closed Inspection Issues

e Percentage of Issues by Department

e Percentage of Issues by EH&S Manual Chapter

(You may also request additional reports or graphs from ingapps@jlab.orqg)

What you can do from this page:
+ Show All Items Assigned to Me.
this.)

Search rnsults for findigs - Baziks
| Fue Ect Viow G0 Bockmarks Tools Wandow  Holp

(If you have any open items you will get a screen similar to

A [=1E]

i "|||mm| i.ll'lnolnmuirs. L morilla org £ Latest Buikds

ER ! a B ; - . = | =
S T i T ol [ & Hnps timis lab. ongs _search_list php?search_typ _ype 7| g Search =

.

Search results for findings

........

Tracking Syst

* A an event Sort Results:
Search for other Assessment / Auct fi
. H Sort By [Frana® =] [OEecennme =] _sori
Fount 5 findngs
Click on the finding number 1o see the full details
DELETE EIHDING & IPE DESCRIPTION COMPLETE BY CLOSED
EHES Appence: ZI00-R1, Tatses 389 @
I PG 2004-36-02 Manual MCOMeEt due to recent Test Lab chﬂL‘S 2004-05-11 20040506
Revision Tralers 34C and 34G .
EHES Regarding Tabie 3, Appendix Z200-R1
[l PMG-2004-36-01 Manual Safety Wargen assignment for Test Lab 2004-05-08 2004-06-06
FEAsIon Prog Veticsl Attachm.

EHES Appen Lab EHES Staft
T PMG-2004-37.01 Marsal ey b n Table Jand  3004-03-15 20040808
Revsion  Table &
EHES Apperid 3 Lab EHES Staff
I PMG-2004-31-01 Manual Safety War '3 redungart Sately 20040221 20049220
DOE Electrical Revision ‘Warden Info. ||
[ Safety Operating EHES =
' " EMG-2003.0801 Manal S i LT I 2005-12.24 200342419
Cretipty Evenits I
+ See all inspection items for a particular area
[FF Corrective Actions Tracking System - Mozilla I [ |
| Fue Eat wiew Go Beckmaks  Tools  Wandaw  Holp |
= » a “ [2 o simus lab. crgietss T

Back | Forwwd | Relsd  Sto

| ShHome | whBockmarks £ mezilla.crg £ Latest Buies

By ped Secysts Mstic  EIpSmEed 99116 56 Naticaoe e

L]

cking System

Jefiersonlah —

Problems? Questions? Contact an

e Actions

i 034 bl
01 - North LINAC -

Tak e me to the sean:n pgge
I ] likes to add e

Ou I:Ii& lsckng ard nepmngm cnaw ms :mese l!d atme

nn:uorcnl wnnrr Dvmc Namo al ch t'?o'[: wmrmc tnl

DOE Howsting & Professionas.
R ety
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For example, if you were to pick Building 58
you would get a screen similar to this:

(| Ble Ect Vew S0 Bockmarks Tools Window Holn

| = .3 @ Fabaisachingtern sae - - - -
P T e T R e [ & nps timis Jlab. orgletsirackingftem_search_list php? search_type=INSPitem type=1£ x| ,g.imch' =

| b Home | ‘b Bockmarks #mozilla org £ Latest Buids

P ard StiusteMaticn  OpSRind 45008 56 00 Nktitaoe e

Jefferson Lah

=10l=

|+

Search results for events

Actlons
Tracking System

Problems? Cueslions? Cantact an Agmmnisteatar u;lmw sy
* A an event Sort Results:
+ Sesrch for other Inspectian events :
« Now Search Sort By [Tveens =] [orscinminG =] _sam |
Foung 200 event(s)
CHCk on b number 10 See the full Getails
DELETE  [VEMT # TYPE AREA INSP DATE oRG FINDINGS
. Safety warden Room: 228 af - ALteserator
r INSP-2005-079 Observation Dlﬂg =8 ALG D4, 05 El\glneermg 0of 1 open
- Satety warden Roam 207 ot Asceserator
I mseonpsnre SR et et 41 04,05 ZEEEREE Dof 1 apen
= Satety Warden Roam 228 ot Asceserator
I msegopsnyy SRy et e 4G 04,05 2EEEREE Dof 1 apen
[ INSP.20D5.076 Staff Observation El‘l‘,‘é'"mm‘" JUL 18,05 Accel Diision EHES 0 of 1 open
Room 129C af CC RN ator
SP-2005-062 Laser Safel : :
[ NSP-2005062 Laser Safety Bl 58 mav 24,05 SOt 0of 1 apen
FadCon Wark — EHES Depantment Room 124 of T
(BadCon wwork I mseopsnaa RS OEEC Bl % APRUG.05 SRF Instiute Dept 0 of 1 apen
F meoannsnan ENES Depanment ROOM 15 0f BIIY 0 oy e ACCERIEION o ermrean | S

+ You can go to the search page and search for a particular event:
=10) =

s Ecit Mow Go Bockmarks Tools  Window  Help

e, = .3 @ ey e PE—— = =
t T A e [ & inps timis jlab. orgletsirackingfsearch. php J,g.:mch] =

| b Home | ‘wbBockmarks #mozilla org £ Latest Buids

P ard StiusteMaticn  OpSRind 45008 56 00 Nktitaoe e

Jefferson Lah

Search the Tracking System

Actlons
Tracking Systam

Problems? Quesions? Cortact an Agmnisiratar

Please select a category to search within:
& Assgssment £ Audits

+ N3PECHons

+ Qceurrence (Accident / Incident)s

« ROES

ar:
+ Browse all records between cateqories
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You can initiate the report function

n Ect View Oo Bockmarks Tools Window  Help

<. % 3 &

Shtoms | whBoskmans £ mazila.org o Latest Buids

=lol=
o T rmt ” Read Sty | s s Jab orglehsacking/se ch shp?need_separt=tos o | A

By ped Secysts Mstic  EIpSmEed 99116 56 Naticaoe e

l rson II . Search the Tracking System

Actions
Tracklng Bystem

Problems? Questions? Contact an Administrator

Please select a category to search within:
* Assessmant fAudits

* napections

* DECUTENCE (ACCKIENE / INCIEnEES

+ Browse 31 records hetwesn cateqones

RadCon Work
Piermit for

¢+ Youcan add a record

<

» a & -

- - hittps:Himis jlab. craehsracking/add_i hi
Back Forward Relosd  Stop I& AL, L LT
| “hHome | b

=] 2500 ;ﬁr -

£ mozilaorg o Latest Buids

Mary Jo Baley
dem oy e it

=10l=
| e Et View Go Fookmarks Tools  Window Help

Es "

O d 11 B 3 Ratneaps Be

l Ison ll 3 Add an event
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I =
Asgeaament] Audit
inEpBction
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HOR
=l
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ENTER EVENTS AND ISSUES INTO THE SYSTEM

EVENT:

From the Home Page click on | would like to add a record.

Using the arrow key to indicate the type of event you would like to enter:

loi

(| e Ect View G0 Bookmarks Tools Window Heln

B X X :
[&k = r.«im . mgau 3‘:_‘ [ & nps timis jlab. orglehsirackingfadd_tem php e a.s-mhl ‘P:.:l e

| %4 Home | whBockmarks #mozilla org £ Latest Buids

P ard Saoustetiatics  OpSmizad dar1€ S0 and Ratage e =

jemrsu“ la'l . Add an event ni%

Tracking System

Problems? Questions? Cantact an Administratar

[
+ To ADD an evert to the database, you must first select which type:
Assessment | Audil
rEpection
Gccurrance gAcckdent fIncidants
HOR
5 Akl an vet . Moilla I [ |
| Fie Eot View Go Gockmarks Tools Wiindow  Halp
.= 3 8 hitgsHimis.jlab.ara/ehsAracking/a3d_tem phpTitern_type=ASMT - |"5.
Back  Forward  Reload  Stop I et b enfohenracingtadd Hom phoPien typa= = a-searen Print
| htome | wbBockmarks #mezillaceg £ Latest Bubes

Add an event % E
Corractive Actions

Tracking Bystem
Problems? Cuestions7 Cntact an Agministratar “_';:_.J_‘:x'
Enter event information for an Assessment / Audit record:
" required fieids|
Auther: Baley, Mary Jo
Reportdater [ |5
Evaluater: [ 7] _SemAsiuse
AssessmentType [ =]
Rapert Hypariink: [
EMS Related?: & pg © vag

Cantal | _FRese Form mrm;-|

-

A= Selectwho you would want te notify about these Assessment / Audit results

AN ULO-QEnirated email wil be Sent 1o tem

Apnot, Dave =

ABnOT, Dinid

ABdEHITI, Mabmoud -

Abkameser, Erik
Aeeaharmiyan, Dt ] [P P —
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INSPECTION

=10) =
| fls Eot Vew Go Gockmatks Tools Window  Halp
E ]
€« . % .3 B T B ———— - - =+ .
Cmy T i T p o [ & nps timis jlab. orglehsirackingfadd_tem phpfitern_type=INS® =] = Search =
| 44 Home | ‘b Bockmarks #mozilla org £ Latest Buids
Tracking System . =
Problems? Guestions7 Contact an Agmnlstrator u:_"j:‘_’f Eadey
Enter event information for an Inspection record:
" réguired fieids]
Auther: Bailiry, Mary Jo
Inspection date:* [
Inspector:" =] _Sarme s dushes |
Inspection Type:" =]
Area -
01 - Moen LINAC ﬂ
1 - Arn. NUPY
01 - Arn, MLF1O
e =) _srowse | e pas sy
Hysw cannat Bnd & ppasfic 2ied, plakie salact "OTHLI® Snd inchade tha Bied Iocation in e tasd of B4 Ardiag.
An admin will th i thy »
[ABEH, D ;.]
| nbo, Diad
Accompanied By: |abdetfatah, Mahmoud _
| Abdeifattah, Tarek
| Akemeier, Erik dkal! v T b swbu el ol
EMS Related?: & no © ves
Cancel | ReselFoem | _Add Findings = |
elect who you would want te notify about these Inspection results _.I
T & Z [@ o | Do T F-=E
=10) =
| Bio Ect Wew Go Bockmarks Tools Window  Holp
|« > .3 W T - - =+
s ) [ & nps timis jlab. orgfehsirackingfadd_tem php?itern_type=0CC =] = Search =
| b Home | ‘b Bockmarks #mozilla org £ Latest Buids
=l
Enter event information for an Occurrence {Accident / Incident) record:
" reguired Neds)
Author: Bailiry, Mary Jo
Event date:” =
Lead investigator:” = _Swme s At
Tite: [
Source:” bd
Categony -]
Arga | =] _Bvowie | prciien geao wae
 plas and inshass .
an ansthar
Evant
Dascriptien:”
Liks st bao wath B8 £30021°
AN whatailers b e
Rapert | —
Hyperiink:
EMS Ralatad?: & pg © ves
Cantel Roeset Foem Add Findngs » I
= Select who you would want to notify about thess Dscurrence (Ascident / Incident] resuits =l
ETa e R T ({1

RDR
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[Ff Add an even - Mazilla l (= |
| Fue Eat wiew Go Beckmaks  Tools  Wandaw  Holp

Te. o 3 8 s S— I
Fe T T pe f [ & it Himus b orgletenrackingfadd_tem pha?ern_type=ROR =] & Search gl ]

| AhHome | wkBockmarks £ mozila.org £ Latest Buids

Problems? Questions? Contact 3n Agministratar u..,::.:..h:_

Enter event information for an RDR record:
" riziquirie ]

Author: Daley, Mary Jo
Event date:" [
Investigator:* 7] _Sme s s

Arear [ =] _Drowse | s wieg sae

b Sare il T 4 S il e, Blease 3eieet “OTHERS and inslude e dres Dsaios is the bead o Ihe Seding
8 g sl than raTedrch the ndIng ane detemrine # ascTes s oald be geraiated

RWP ¥ ,—
Violatad:

Notfiad: [

Evant
Description:”

LI i Bagin it B R
A0 sharaibes ot bess

EMS Related?: & ng T ey

cancal | ResetFom | addmedngs = |

C Select who you would want te netify about these ROR results. -
e 3 Z @ [ D Fo-=la .

Fill in the blanks by using the pull-down menus, or typing in the requested information. Red *
line items must be filled in.

ISSUE:
Once all your information is filled in on the Event screen click the “Add an Issue” button at the

bottom of the page.

[5F Al findings i an evnnt - Mozilla I [ |
| Fue Ect Viow G0 Bockmarks Tools Wandow  Holp
(®. % .3 @ ; : s =, [
P T e R S [ & o timus sab orgletsnrackingfadd_fnding pho?ilern_id=6553 =] & Search e ™ (U
| Shvome | whBosmas £ mezilacg £ Lotest Buids |
Problems? Cugstions? Cartact an Administratar et =
Enter findings for this item:
* required fields]
Task [—;[
Assigned To:"
Risk Code:” VI L}
Finding
Dascription:”
at et 5 wth ! 0
Recommended
Corrective Action:
Lisks vt begin " 110
_______________ Estimated [ [ B
h Completion Date:”
Closura Date: =1
Externally ldentified?: & no © ves
EMS Related?: & o © Yas
logs for Logentry cancel | Resetform | Agd Another Finging » | Finisn = |
ETa e R T ({1

Use the pull down menus to enter the requested information. If there is more than one issue for
the event click on the “Add another Issue” button at the bottom. You will get another blank
screen to fill out. Repeat until all issues have been input. Click the “Finish” button.
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SEARCH FOR AN EVENT OR ISSUE

At the home page click on Take me to the search page

[FF Search the Tracking Sysiem - Mozila I [ |
| Fue Fat View Go Rockmarks Tools  Wandow  Help
R . 2 D W G i oyeengeaheh <] s searcn] - [
Back | Forwsrd | Reload  Stop [ wugesinic b glehenackingtesrch. ho =] 5o Print il

| “4Home | wbBockmarks # mozilia.org # Latest Buids

anand Seueiinee O I ——
lemrsn“ ll i Search the Tracking System @E‘s\
Corrective Actions
racking Bystom
Coritact an stratar Mary Jo Ba

SAFETY
| IS

Select the category you would like to search.

SHORTCUT: If you have any information regarding the event or issue (the
number, the author, the evaluator, the area, etc.) try the “Quick
Search” Box under the red box on the left.

EXAMPLE:

Search for an INSPECTION:

=10l=

[ Search the Tracking Sysiem - Mozils
| fue ot Mew G0 Goskmars Tools Window el
2. % . 3 8 o - . —
B T py o [ & Fatps-timis jlab crglehisirackinglsearch, php?search_type=INSP =] é.!lan:hl = O Jii
| “hHome | WhBockmarics o mozillaorg o Latest Buisds

Bivancard Rt Maline  COpSmimed 45106 Be g Ketiaane e

le"ersn“ la'l e Search the Tracking System %
Corrective Actions

Tracklng Bystem

Mary Jo Baley
7 ? drministr: z L
Problems? Questions? Contact an Agministrator ot

Please select which results you would like to see:

* SEarch for il indngs from Inpectons

+ Search for 3ll Inspection events

f s - | [ Fo-[=ila .
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Are you looking for a specific inspection event or a specific inspection issue? You must choose

one or the other.

HELPFUL TO KNOW: You can get to both places from either one. So it doesn’t really matter.

EVENT:

[ Smarchibe Tracking Sysiem . Morita

E]

| Fie Eot View Go Gockmarks Tools Wiindow  Halp
C a;%“ ::’::p [ & Fatgs timis jlab srgfehaftackinglsearch phn?soarch_type=INSPRmum=itoms =] & Search ;:':r -
# mozllaorg 4 Latest Buids |
4]
[Bearch for Keyward(s): Snarch
Search by Authar: -l
[Bearch by Inspestar: =
Saarch by Data:
© Logdate I aJrar
€ Inspaction date I
© Estimated Complstion date Between [ |5 anat [y
 Closure date
iSearch by Org:
€ Griginating Crg I =] _Browse |
EHES Manusl £ Assigned Org
RaiCon |Search by Risk Code: -l =
| Supplement ISearch by Task Assignas: =]
iSearch by Type: -l
01 - Nort LINAC g
|Search by Area: 01 - Rm. NUP1
CAF sisk b salaed masbiple areas e T il
01 - Rm L1 :J Browss
[Search by Safety Warden: I T
(Search by EHRS Refarence: ! —3 I eowse |
ﬂm(‘nl "I and hd
(Display EMS-Related ltems: [€ Yes € no =
Display Externally [dentified ltems?: € ves € o
Display tems w/ Service Request?.  © yps © jo
Display Overdue ltems?: :f‘ Yes © o
[Display List of Iteme: C open T Ciosed
=l

Fill out as much information as you know. The more you fill out the fewer unwanted hits you
will get and the less time you will spend on the search.

You will get a list of events/or issues that fit the criteria you fill in:
[ 5 Soorchrosults for events - Maciia . =lol=

(| e Ect View G0 Bookmarks Tools Window Heln

(*. % .3 & o ey = > (S - [
Bt T Fomced T R B [ & Fatpstimis jlab. orgf _sedech_list, php type=INSPem_type=1¢ 7| 8 Search = Jii

| “hHome | WhBockmarics o mozillaorg o Latest Buisds

|
3

» Aod an event
+ Search for obher Inspection events

*« New Search Sort By | Dverit # 'I DESCEMDING 'I Sorll

Foung 13 eventis)
Click on the event number to see the full osatalls.

DELETE EVENT # e ARED INSP_DATE ORG FINDINGS
EHAS Depantment 35 - AcceleratorEHES EHAS Safety- Oof 1
2 5
© WSPA0005 seneouie) Traiier DEC 17,04 Bigsg supp open
EHAS Department a5 - AcceleratorEHES EHAS Safety- Dof 1
NSE-2 5 :
P nep-2004-258 (seneduled) Traier DECAT,04 ooy Supp open
- EHES Department ,_ = EHES Safety- Dof3
m INSP-2004-257 (seneduien) Room: 115 of Bidg: 58 OEC 17,04 Flexd Sugp open
47 EHES Departmenit - EHRS Safety- Dof 1
NSF-2 1 = L3
[l INSP-2004-113 {scneduies) 92 - Service Building UL 30, 04 Fiesd Supp open
- EHES Department = EHES Safety- Dof 5
ey (m' INSP-2004-112 (seneduiea) 92 - Senvice Building JUL 16,04 Flew Supp open
= EHES Depantment - i : EMES Satety - Oof 1
2 3
[l INSP-2004- 105 (senedulea) 92 - Serice Building JUN D4, 04 F apen
= EHAS Depantment = ¢ - oo
I INGP-2004- 104 (schedulen) 92 - 5enice Building JUN D2, 04 open _
- EHES Depantment = i EMES Satety - Oof 1
5P- 21 3 92 - 5enic
[l INSP-2004- 103 (scnedules) 92 - Serice Building MAY 28, 04 Flesd Supp open
5 EH&S Depanment Eandes EH&S Sarety- Oof 1
5P- 21 2 82 - Bervice
(w INSP-2004- 10 (schedulen) 82 - Service Building MAY 12, 04 Flesd Supp open
e EHES Depanment MAR 18, EHES Sarety- Oofs
2p.3)
[l INSP-2004- 101 (scnegules) OTHER - OTHER o4 Flesd Supp pen
I mSE.onnd.nes SHES Diganment ARG - Apglied Research ) oq p, EHES Safety- Dors i

Click on the event that you would like to review:
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[ Fumnt: INSP. 2004112 . Mogilla

Ele Gt Mew Go Gookmarks Tools Window Help

:& - Fafwn - a&u é'g, [ o simis jlab. crgfenerackingiew_item. php?em_ig=3341 | ‘Q's'“""‘l ;:‘ -

| tHome | whBockmarks #mozila.crg # Latest Buids
[ —— =
Inspection date: JUL 15, 02 Edil Evinl
Inspectar: ety John
Org: EHES Safety - Field Supp
Typa: EHES D)
Areas): Gafety Warden Responsible Manager
92. Sendce Bulling  Walker, Ned  Hutton, Andrew
Technical Appences w—vr
£210-T2, Extensian (et i D S A Finding |
Card Safely 5 #Indiv
“lick an the Andng neenber 0 see he Ul getails of the record
Task .
Findin Risk Finding Complation  Clesure
Dulntr Cude Duseription &;—‘d Da Date
Fire etinguishers on contrachoes
o QUIpMEN? truckc ane found NOE D be at - ChAandra,
T msPgoengm tull capacity, second at full capacity but  Sures UL 30,04 NOW 15,04
mmg inspechon wg
I SP.2004.112.02 - Extansion card mssing ground pin Shenda.  JuL21,04 JUL 16,04
Compressed air hose connedtion for Chandra,
F o MSP.2004-112.08 Ao satunad oy a i orwits | Bt L2304 WL 1,04
Extension lacider not extended to propes Chandra,
I mSP.2004.112.04 - prbridecniioh ShECE uLznod LTS 04
£ o 1o og IO SR OCHENUMS MO0 O0  Grangra,  yy n ny ay e, ) 2
T L~y

Click on the Issue Number to view the Status of the desired issue:

[7 Bumnt: ISP 2004112 . K [w]
| fie Eot iew 0o fockmanks Tools Window Heln
f :; = Faﬁm - a‘ s!!ﬁ [ o simis.jlab. orgfensrackinghiew_item. php?em_id=3341 Bwiew_findings=indvisnding =] .g.som.hl ;ﬁ‘ -

| soms | whBoskmarcs # morila ceg o Latest Buiss

T AT R e T =l

Finding Fire exinguishers on cONFaCiars BQUIBMEN uck one found not to be at
Dascription: 1l cagacty, SECond at ful capacly bul mssng Inspecton tag

Recommended Replaceiecharge pamially depleted edting. | nspect other & equip i
]

Corractive wilh a L
ton:

EH&S Manual: Clapler 6240 - Portable Fire EXnNQuistiers (odn

Estimated
Complatien Data: feti L)
Closure Date: NOW 15,04 - 352 months overdus

(Dninin Finding I

& Status Update(s) for this finding: Add & status update |
Dalats Dascription Authar
20041115 Please close, Suhring,
o Steve
Cartrattor no lBnger on site (PUET, Inc )
[ 2004-11.34  Please close this iem. Contractor no langer an site Walker, Ned
14:0%
I :ocaag-l‘.;w This e was Kiengified for CIOSUME Over & month Ago Sunein
1
Please cinse
r 2004-12-13  Closure Date changed from to 11/15/2004 Prior, Sandra
0s19
2004.12.13  The subconiracior was appropriatety (ssued safety fine and is. Chandra, -
1138 nolonger at site. The item needs to be closed Suresh
Suresh
Ted, 7220 «
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ENTER UPDATES

Follow the direction for “Search for an Event or Issue” above. Or, Click “Show me all open
items assigned to me.” Go to the issue for which you would like to add a status update.
Anybody can enter an update to any item.

Fis Emt Mow Go Bockmarks Tools Window  Holp

< = .3 @ e —— ; T T =+
F T i @ T [ bitps i ab. cnpfebseackingtem_sesech_list i search,_typesINGEBatem type=1¢ =] g Search| =

| Shvome | whBosmas #meailacg £ Lotest Buids

+ dddan evert
* SEIrGh for OUner INSPecton events

» Blew Ssarch = Sort By: [ Ewert® =] [oEecenoms =] _gom |
Found: 13 evenit(s)

Click on the event number to see the full detalls

J B E

DELETE EVENT & TYPE AREEA, INSP DATE ORG FINDINGS

r INSP-2004.259 ::::'ﬁfu?::;mm ?fa'l:f“""m”t”ss DEC 17, 04 E:;G:‘:‘f;w- EJSn‘

¢ s SRZET B oy GRS 1)

T mseaonsgsr SHSDRPSTmENt  poom nisormg se  DeC 17,04 ErESSay- Dofd

 NSP2004.113 E:uﬂﬁ'guuuf:;mm 97 - Service Buiding L 30, 04 IE::&-GHS&:.:;;N- ggr:
o r NSP-20D4.112 fg:fﬁfe":"""“m 92 - Senvce Buiding UL 16,04 Ef:‘f::,’:"' Egni

I NSP.2004-105 :’;:Z‘J::g;““"" 97 - Service Buiding JUN 04, 04 ;:;;“S’i‘:;”' g':n‘

T e X S T

I NSP-2004.103 :;':':fun“rg:;""‘“"' 42 - Senvice Buiding Ay 28, 04 :m‘&_’:;” E:ﬂ‘

I INSP-2004-102 :G::Iﬁfu?"eg;mm 42 - Service Buiding MAY 12, 0d E:;GS?:":W' ggn‘

I NSP-2004-101 E’:ﬁiﬁﬁﬂf’mm OTHER - OTHER gL ﬁﬁls.;sl:r:l" E.ﬂ.ﬁ

= FHAR Menarmant AR . Annlled Sasaarrh FHER Satetu. 0t 4

Click on “Add a Status Update.”

iz ISP 20065163 - Mozilla

| fis Ect Vew Go Gockmatks Tools Window  Halp

<. % .3 8 PRy Sr——— i cho? worrop— = &+
P © Poen B [ g simis jlab. ovgfensrackinghiew_iter. php?item 5824 kiew_findings=indvidnding =] @ Search =

| home | whBockmarks #meziaorg £ Latest Busss

J B E

Cinéy the author, inspector, or an Adminisiratoe can edit this finding.
Al ather users may a0d status upaates to this racord i it is NOT closed

Finding Number: /577 301 Bt Wark 118
Constes. SEF 20, 05 Rriuri

Task Assigned Te: apkemessr, Erik EditFindng |
Org: EHLS Ramation Contral
Risk Code: 1-Best Managemant Practice

Finding Camesponds to Deficiency #1 from DEQ inspection letter dated
Description: STDS5 No dae and bme of anatysia from subconiractor on e data
repon.

Recommended Review subContract to ensure sufficient metall is provaded
Corrective sulCOMracton for report details, and make subcontract
Action: mooficabans, if necessary.

EHES Manual: Chapier 6731 - Grouncwater Profecion {pdry

Estimated
Complatien Date:

Closure Date:

Externally
Identified:

Dninin Finding I

0 Status Update(s) for this finding: Add a status updaty

DEC 51,05

M:\OA\Mary JO\CATS TRAINING.doc 11 12/09/05



Fill in the big box with the update. Choose the individuals you would like to receive this update.

Push the “Add Update” button at the bottom of the page.

[jFunnt: HSP.2005.003 - Mozl =I5
M Fie Eot Mew Go fBookmarks Tools  Window  Haelp
2. = 3 @& Wigs Himis b, orgfehefirackinghigw_tem php?am_a=GEctBriew_fndingsmndviingn: =] o8 Search| F - .
Back | Forward | Relosd  Stop [4 Db Lol —— Sl ] 2.seaea| Print @
| 4hHome | W s inehne VSP-200% 08301 - b o=l
Add a status update te finding : INSP-2005-083.01 r can edit this finding _I
record f it is NOT closed
Bubmit Viark. 1018
et B
Edit Finding I
ks ot b st £ 097 ]
Service Request # (s sy ractice
o Check 1o 9 vEnifying M upcate 10 e
owater rotection (pdf)
fa: | Add s stalus update
Deseription Buth
30 1 ()
|

There is also a link to “Submit a Work Request.”

= E1|

0 S1mtun Update(s] for this finding: A 3 S upsate
Dbty Datn Desriptivn usmar
Cwintn Unates =
st (&)

b

"3 ?-' [ & sttp it Aot Foaonst i Pinding_amroi0

Sl| [T riore | W Bockimanks. <€ et iy <f Latest B

=]

S sewa| F -

Jefferson Llah —> Facilities Management

Work Request System - Customer Connection

et lary 0. you weve Last baew Thes 05-0ct05 ot 221 PM

If you are assigned to the issue you will receive an E-Mail notifying you. There will be a link
within the e-mail which will take you to the appropriate event/issue. After reading the “Issue
Description” and “Recommended Corrective Action” it is determined that a Work Request needs
to be submitted to Facilities Management you may click this button and go directly to their
system. After entering the Work Request, you can then close that screen and go directly back to
the CATS page and enter your Status Update stating that you entered a Work Request. Keep in
mind that your issue will not be closed until the work has been completed.
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CLOSE AN EVENT

An item can be closed only by the Author, Inspector or an Administrator. A request for an item
to be closed can be made as a status update. Be sure to Click the box to send the update to
someone who can close it. If this request is approved an authorized individual can go to the
issue click on “Edit Issue” in the middle of the page.

[FF Fumnt: ISP 21065 {13 - Mogilla

| Fie Eot View Go Gockmarks Tools Wiindow  Halp

Bﬁk = H_:m = R';%“ ::’::;. [3 bitps: s b sngfemsrackinghiew_item. ghp?tom_ =602 Emew_findings=inardindine =] g2, Search | ;:':r -

| tHome | wBockmarks #monila.ceg o Latest Buids

J B E

Cinéy the author, INspectoe, or an Adminisrato can edit this finding
Al other users many add status updates to this record if it is NOT closed

Finding Number: 1058200500501 Bubmit viors. 1018
Crastec: 5CP 20,08 Mraumt
Task Assigned Te: Atiemneier Frik Gt Finding |

Org: EH&S Ramation Cantral
Risk Code: 1-Besl Management Praciice

Finding Corresponds to Deficiency #1 from DEC nspection letter dated
Description: HE/05. No dat and bme of analysis from subcontractor on e data
"

Recommended Review subcontract 1o ensure sumcient oetail 1s provded 1o
Corrective subcontractor for report detalls, and make subcontract
Action: mofications, if necessary
EH&B Manual: Chapter 5731 - Grounwater Protection { paf)
Estimated
Completion Date:
Glosure Date:

DEC 31,05

Extarnally
Identified:

Delete Finding |
0 Status Update(s) for this finding: A @ stalus updabe

Delete Date Author

Delete Updalis B

sk 5 (&)

7 Folit fimelings: INSP. 2100508301 - Bazilta 9 (=1 |

(| e Ect View G0 Bookmarks Tools Window Heln

- = .3 & sHenit b g 4 o =+ i

G2 T T e [ & Fatgs timis jlab crglehishrackingledt_Snding php?finding_id=6085 =] 2 search = O Jii
| “hHome | WhBockmarics o mozillaorg o Latest Buisds |
[ o ET e a—— 2l

Assigned T | 0HEMHAL T
Risk Code:" [ 1-8ust Mandgement Practice | 'N
Finding Old data for Finding Description:

Description:" [-om#s00nis ¥ Deicincy #1 fom DEO Mspacion (ater daied S S e e ]
Stata spasne tscation |SRIS. O da1h S0 S S Analysis Tom SuBLONIrALIon on he data

w e aiwa report

[Comesponas W Dentiency #1 from DLQ nspe
[0S, Mo @ate and time of analysts from subic:
raport

sk v agia i B4R 1

B T r - T e Old data for Action:

Gorractiva [[PEnew subtoniracl % erture sullien Setail (s pronded o ey Ayt

st antractor for raport dessls, and make subconyact - =A)
Astlon: | Hcatons, inecossaey. [Fiitres SUBCORIACT 0 FRALNS SumCiant dntall 1

for report detaits,
modifications, f necessary.

ks vt begio it L1 p 06011

EHAS Manual | Chagter 6731, Guundwater Protection =]
reference:’  Bowse |

“.,.,:’:,H: Kb Gt 69 DEMA bty
Estimated

Gompletion 153172008 =
Date:

Closure Date:

Externally s
|dentinedz: | 10 ¢ ves

EE————— s B o £ bion i o

Fill in the “Closure Date” blank with the date of closure. Click “Save Changes” at the bottom of
the page. This will close the issue.

M:\OA\Mary JO\CATS TRAINING.doc 13 12/09/05



CREATING REPORTS

From the Report Page:

arch the: Tracking Sysinm - Mozila

Filp Emt Viow Go Bockmarks  Tools
- F >

E:'k - ro:m‘ - Ro%ad ,‘ﬁn [ & Https timus slab orgletsirackingfsearch. st | g.S"“_hI P-:l =

| 4hvome | whBosmars £ mezilacrg £ Lotest Buids

Pbvion aied Susssity otice

Window  Help

Optimized a1 1€ S0 200 aticage Be

l r n II Search the Tracking System

Problems? Questions? Contact an Administrator

Corrective Actions
Tracklng Bystem

Mary Jo Baley

by s s
Please select a category to search within:
* Assessmant f Audits
+ Euspectic
* DEcurrence (ACcklent / Inentys
- §Es
or:
+ Browse 3 records between esteqonies
Select the category to search within.
Select issues or events
e Traschineg Sysinm - Morila I I [ |
Ele gt Vew Go Bockmarks Tools Window Help
sik = Him - n;e'“ H\’:En [ itz fimis jab crg/eheracking search, phy? suarch_typeIese =] 2 searn| ?t -
| home | whBockmarks #mezitaorg £ Latest Busss

Pianard StculteMative  OpSmized S50 e gnd Netiaos

lBﬂEISIIII I.a'l 3 Search the Tracking System Q%I

Cormective Actions
Tracking Bystem

Problems? Questions? Contact an Administrator

Please select which results you would like to see:

® Siarch for il indngs Mo epections
+ Search for all Inspechon events
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At the top and bottom of the page you will see a check box to generate a report.

[5F Smarch the Tracking Sysinm . Morila I [ |
| Fie Eot View Go Gockmarks Tools Wiindow  Halp |
.= 3 8 WitpsHimis jab. orgh Ving/gearch ypaeih fndingeaneedr =] ga Search| -
Bk 7 Forna " Foiad Siop | Mveivis abey o ’ rastoasd« =] - suanch| Print [
| “4Home | wbBockmarks # mozilia.org # Latest Buids

Euaryard SususteMative  CIpSmimed 45116 Be g Ketraaps e

ll'll Lah

Corrective nﬂlum\‘é

Tracklng System

Search the Tracking System

Baley

w1y cpen ot

Problemns? Guestions? Contact an Administrator

A an Inspecton event

Select any combination of criteria to by in order to refine your search.

All records will be sorted by date of ,j 1 Generate a report from the selected criteria in MS Excel
Inspec FEAGUIAF 14 1 Allows P3BUB 101 I 44
(Swarch fer Keywerdis): Search - I
iSearch by Author: =]
[Swarch by Inspacter vl
[Search by Date:
© Logdate [ = e |
C Ingpection date
© Estimated Completion date Eatwean [ IE ana [
¢ Closure date
iGearch by Org:
 Cwigirating Org I =] Browse
C assnied Org
Gearch by Significance Lavel: | |
(Search by Task Assignae: | vl |

e B & 8 e | Doce ol

Select the items you would like to have in your report.

(Make sure your PopUp menu is enabled for this site.)

=101 |

Go  Bookmarks | Toals  Window  Help

Search the Web Ctrl+Shift+F

Translate Page kingfsearch.php?search_type=|NSP&return=ﬁndings&need_rj é‘Searchl

.~ ]
I[:'rint m

Cookie Manager
Image Manager

Popup Manager
Form Manager

* v v v

Password Manager 3

Download Manager rracking System

Switch Profile...
ns? Contact an Administrator.

Web Development 3 Corrective Actions
Tracking System

Add an Inspection event

Select any combination of criteria to search by in order to refine your search.

All records will e sorted by date of ) :; ¥ Generate a report from the selected criteriain M el
Inspection. ;I :IS Requires you to allow popups for this site

|search for Keywordis): | | _search - |
|search by Author: | |

Click Search.
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o1 —

=lol=

Select which fields you would like to see

in your Excel report.

+ Chack Al NOTE: &
+ Uncheck Al g

iAiachingMer_search_Jis php?search_type=INGPAiter_tyne=1£ =] g8 Swarch| I’-""“ - |1V}
Pr I

I Evertt Record Numer Submit
I inspiction date

results for events
™ Logaate

I Inspection Type
I author

™ inspector

I™ Accampanied By

I ingpector Org
™ Asea
™ Safety Warden peverts

I Responsibie Area Manager

e the ful details

Tracking System

i

son By [Feme =] [oesceroms =] _som |

A Pop-Up Box will appear which will display the items available for reporting

you would like to chart.

[Ef Report Field Selection - Mozilla

in your Excel report.

+ Check Al
+ Uncheck All
the order you see here.

Select which fields you would like to see

MOTE: It might take a minute or two to
generate the repart and fields will be in

TYPE AREA INSP_DATE
fremal B )
hservation s AUG 11,05
el 528 - Ramation Cortrol -
s rvation Trailer JuL m, 05

4S5 Department 63 - Accelerator Technical

JUn @9, 05

heduled) SUPPOTt (ATSB)
!?’PFEE"’“E"‘ Room: 279 atEg 58 he o
EHES Department -, MaR 3
£.2 .
AT r msponsga SN Room; 153 of By 5 &
I mSe2005.033 F:ifr‘?fff‘m":m Raam: 277 of By 50 n""_,“' .

=101 |

W Event Record Mumber
™ Inspection date

™ Logdate

M Inspection Type

W authar

I Inspectar

I~ Accompanied By

™ Inspectar Org

W area

™ sarety Warden

¥ Responsible Area Manager

Submit |

[—
=] [CesrEnr 5] g

ORG FINDINGS
EHES Rackation 1005
Coritrel gen
1003
deferscalan
Accelerator Dof 1
Engineering open
SRF Insttute Dort
Dept cpen
SRE Insttute  Dof 1
Degt caen
SRF Institute Dof 1
raen

Acrobat
=i

Click Submit.
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Submit |

results for events

Opening ehs_tracking_report.zls

The file "ehs_tracking_report.xls” is of type applicationfvnd. ms-excel (Microsoft
Excel Worksheet), and Mozilla does not know how to handle this file type. This

file is located at:

https:#mis. jlab. orgfehsfracking/

YWhat should Mozilla do with this file?

' : Open it with the default application (Excel)

5I orr

]

=l
£ Open it with Choose...
" Save it to disk 3
[T Always perform this action when handling files of this type g f
[
’TI Cancel
liem mcmcncne AR G mamlavatee Tanbmiaal
E My oson Exc Acking e !] !I
&) Ere Edt Mew |nsen Fgmat Iools Data Y¥ndow Help  Acopat Tren sauestinbabot v - & X
i W0 -|B s U ESEEE B X, W3 EE| -S4
DN ESRY I h@B-F | o-o- Q-4 B0 -3,
3 %8 T % | B 9 G | W Repywith Shanges... Dod Review.. |
owm.
Al v A 33 records found
A B I [ 1] E F [
1|33 rwcords founs -
2]
] . EVENT TYPE AUTHOR AREA RESPONSIBLE_AREA_MANAGER
4| NS08 304 | ENAS Dup It Ehemuivr, Eri 51 - fwcid Meutrabzation Mammosser, John
& | NS08 247 | EHAS Dup i Ehemuivr, Erk 340 - Accelerator Traiks Prable, Jue
B _|INSP-204- 246 | EHAS Dep i Bhernier, Erk 34E - Accelerator Traike Preble, Jug
7| INSP-I04 146 | EHAS Dep i Bhernier, Erk 345 - Accelerator Trasler Witsan, Ned
a | ISP-A05-060 External Observation | Abkemeier, Enk 528 - Radvateon Control Traiker Abkerneier, Enk
9 (NS08 16 | EHaS Dep L Enk Foom: 106 of Hidg. 50 Hovater, Curl
10| 158 | EHAS Department AL  Enk Room_ 10A of Bidg 56 Skopek, Ders
1 EH&S Depart: 1 ALk , Enk FHoom: 110 of Bldg: 53
[ EH&S En oom: 122 of Hidg. 3
[ EH&S En Hoom: 125C of Bidg Poelker, Matthew
[ EH&S En oom: 140 dg. = ohn
[ EHAT meer, Ens oom: 141 dg. Juhn
[ EHAT meer, Ens oom: 142 dg. Juhn
[ EHAT meer, Ens toom: 15 of B 6 Heckman, John
[1 EHAS maigr, Enk oom: 153 0 Stebat, Mirces
{1 EHAY maier, Enk oom: Xk I Dzelis, Jog
[ Extamal Cbi I Ené oom: 7 [H Whilatch, Timathy B
| EHAY maier, Enk oom F g enmer, Hober
E EH&S maier, Eré oom: 273 0 mmer, Robert
I EHLS maier, End oom: 277 g Stebet, Mrcea
[ EHLE Dap maiar, Erd nom 278 - Mammassse, John
[ EHLE Dap maiar, Erd nom 279 -
[ EHLE Dap maiar, Erd nom 279 -
[ EHES Dap maiar, Lk nome 7 T Dzalis, o
[ EHES Dap maiar, Lk nom T Howater, Cunl
[ EHES Dap maiar, Lk nom 793 T Hiatt,_Tommiy
EHES Dep A inr, Erk | B7 - Acceleeaice Mardenance & Suppart Garza, Omar |
_ S R dhMSE, e ' e

Receive your report.

Depending on how savvy you are at Excel you can provide graphs, charts or manipulate your
data just like any spreadsheet.
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KEY TERMS

Access Privilege — All lab employees can enter the system and make status updates. An
administrator can grant higher levels of access privileges to individuals.
Higher levels include authorship rights and the ability to delete events and

issues.

Administrator — A person who has access privileges to delete events and issues and grant
Author access privileges to individuals.

Author — A person who enters the event and issues into the CATS System.

CATS - Corrective Action Tracking System.

Evaluator — The person who documented the event.

Event - A record, report, assessment, audit, or inspection which generates one or
more issues.

Issue — A single requirement or recommendation assigned to an individual which is

to be accomplished in an allotted period of time in order to accomplish a
predetermined goal established by an event.

General User — Can enter events and issues into the system as an author.
Safety Warden —  Can enter events and issues into the system as an author.
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